
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE --- MANAGEMENT DIVISION 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 

iplieation Date ice o f  The Secretary of State ' 

Georgia Real Estate 'Commission 
Suite 500 - Su,ssex Place 

- -. 

Person to Contact Working Title Telephone Number 

urward L. Forbes Time - Share S pecgal i s t ~~ ~ - ~. 404-656-6738 
~~ ~ ... ~~~ - . ~ _ _ ~  -~ ~ - 

Action Requested 
a. 
b. 

Dates of Series 

1983 "to date" Post License Course Completion Files. 

KKEstablish Retention Schedule; record will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

0 Amend App!igtion No. .L Check One: El Change; 0 Supercede; 0 Void 
5. Record; Series T i l e  (followed by title used in office; if different) 

Latest 

, Division and Office Function 

eal estate brokers, associate brokers and salespergons, additionally establishing rules 
nd regulations relating to the professional conduct of the real estate licensees in the' 
tate of Georgia. 

What i s  the function of the Division and theoffice in which this record series is created? 
The Georgia Real Estate Commission regulates the issuance and reissuance of licenses to 

The licensing Section is responsible for processing applications submitted for issuance, 
einstatement, activation, inactivation, surrender, and transfer of licenses. 

- . Record Series Desciiption 

Documents relating to: 

This file contains the following documents (include form numbers and titles, if any): 
Attach camples of the file. 

V~riffitation:.licensee completed required post license course in a timely 
lanner from an approved school. 

lncludedare: 1983-1986 Post License Course Completion Diary Cards; 4" x 6" cards. 

1987-Present, Post License Course Completion Certificates; 8q' 2 -k&",Yellow. 
&.::. l , . . - .:; .  L .' . r.. 'r, 

. 

k. 

File isarranged: Alphabetically by licengee'a last name. 
.~ ~ 

~ !.. ,- . 
. ,  . ,  k, 

~~ _I_ _ _  
. . . .  

. ,  
%. Monthly Reference Rate 

One to six months old 

twenty-five months.and older ' 0 

Letter-size drawers ~ ' ; Legal-size drawers' - .  .. ;Shelves 

How often are records, referred to which are: , 

1 ' ;~ Seven to twelve months old L; Thirteen to twenty-four months old A; 
/ '. . 

_,.' ?~ .. 

Tot a 1 Accumulation -. 
3. Annual Rate of Accumulation of Records 

(SpMjfy) 1 6%"X9?i8'X2 ' BOX r ~. 1 -  

I . .  . .  



a. Is this the official copy of the series? 

-tLEntrJt nn n is -.ze * 

I. Retention Requirements The following requires the series to be kept: 

0 years. cl .  Audit period -0 years. 
0, years. e. Administrative need -years. 
0' years. f. Federal retention instructions , 0 years. 

Licensee must 

a. State Law 
b. Statute of limitation 
c. Federal law 

Attach copy or excert of laws or regulations. Explain administrative need. 0.C.G.A. §43-40-8(c) : 
furnish the Commission within one (1) year of issuance of license or eighteen (18) months 
gith proper justification, evidence of satisfactory complet'ion of Post License Course. 
time to correct errors is not the issue; Course completion within the given time frame is. 
890606-07 has no bearing on this issue. Subject of that schedule is unrelated. 
2. Approved Disposition Instructions 

Enoul 

This agency recommends that the f i le series be cut off a t  the end of each: 
@Calendar Year; 0 Fiscal Year; 0 Other 

monthls) 2 yearb); then 

yeark); then 

then, 

@Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
WDestroy. 
0 Transfer to State Archives for permanent retention. 
fl Other l$ecifyl 

' year(s); then 

**See parJe 3, attachment #1, for additional information. 

These instructions apply to a l l  prior and future accumulations of the series. 



Attachment #1 to Real Estate Comnission Schedule: 
Control (I 89060643, "Post License Course Completion Files". ,i 

4 !  
i , ! 

'Additional Information 

1. Post License Course Completion Files cards were kept only from '83 
to'86 Certificates for this period can not be located. Corranissioners 
believes they were burned in fire 

2. Record series started in '83 - no earlier records 
3. Information afder 1986 has been entered on computer. Comnission 

has been advised that they need to schedule all computerized records. 
Even though computer entry could verify education completed Comnission 
wants to keep paper certificate "just" for back up" for 2 years. 

L 
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